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CHAPTER I 
INTRODUCTION 

SUCCESS in life depends primarily upon the possession of 
accurate and sufficient knowledge, — ^the technical knowledge 
required for the efficient performance of your duties and 
the broad knowledge which gives you a proper perspective of 
the relative scope and value of the work which you are performing. 
This Civil Service monograph is intended primarily for ambitious 
young men and young women. Those who are contented with any 
job that pays a salary will find little of interest here. They will 
enter a blind alley and will soon fall into the rut of discontent. 
Those who believe that by increasing their efficiency from day to 
day they will be able to command and obtain more important 
positions with larger salaries, will find here much that will be of 
interest and of value to them. 

The civil service attracts ambitious young men and young 
women because it recruits its forces wholly on the basis of merit 
and fitness as demonstrated by a carefully devised system of ex- 
amination. If you are the ablest of a group applying for em- 
ployment you will be selected by the impartial impersonal ma- 
chinery of the Civil Service Commission even though you have 
no friends in the government service. The man who makes the 
appointment selects the person who by reason of his proficiency 
stands at the head of the eligible list, irrespective of who that 
person may be. 

The civil service attracts ambitious young men and young 
women because it grades their relative efficiency. You may be 
unable to qualify for a high grade clerkship in the customs serv- 
ice and may be able to qualify for a postal clerkship paying 
$800 a year. Or if your education has been insufficient to enable 
you to pass the examination for a postal clerkship you may yet 
be able to qualify for a position as attendant, timekeeper, watch- 
man or messenger. The fundamental principle is attractive, — 
that it is possible to qualify for positions requiring various 
degrees of ability and proficiency. 



The civil service also attracts ambitious young men and 
young women because it serves as a means of increasing their 
efficiency. Although it does not pretend to be an educational in- 
stitution, it serves this object nevertheless. An ambitious young 
man takes an examination and fails to pass because of his lack 
of proficiency. He ascertains in this way in what respects he is 
deficient and by study and practice overcomes these deficiencies. 
At the next examination he tries again and succeeds in passing. 
He continues his studies and tries the next higher examination. 
By his examination experience he in this manner increases his 
knowledge, his efficiency, his position in the business world, and 
his salary. 

Scope 

The civil service consists of all officers and employees of the 
government who are not connected with the military service. 
Popularly, however, the term "civil service" is applied to those 
government positions, the incumbents of which are selected by 
competitive examination. The hours of labor, rates of compensa- 
tion and opportunities for advancement afforded to competent 
young men and young women in the civil service are distinctly 
above the average found in private life. 

In most cities there are three distinct examining bodies that 
exercise control over civil service positions. The United States 
Civil Service Commission, with offices at Washington, D. C, ex- 
amines applicants not only for United States government posi- 
tions at Washington, but also for local positions throughout the 
United States, which come under the control of the Federal gov- 
ernment. Included under the jurisdiction of the Federal gov- 
ernment are all positions in the postal service, the customs service, 
the internal revenue service, the immigration service and other 
federal positions which have by law been placed in the classified 
civil service. The State civil service commission with offices at 
the capital of the state examines applicants for positions in the 
state departments at the state capital, and in the charitable and 
penal institutions throughout the state. The municipal civil ser- 
vice commission fills the positions in the city service. 

It will be found that in most cities the municipal civil service 
offers more vacancies and better chances of appointment than 
the state service and the Federal service, and the fact that all 
municipal civil service positions are in the city in which the 
applicant resides also renders the municipal service more attrac- 
tive than the state service and the Federal service in which ap- 



pointments are frequently made in distant cities and at lower 
salaries. For competent young men and young women, however, 
the chances for advancement are probably equally good in each 
of these branches of the civil service. 

Regvlations 

The regulations of the various state and municipal civil ser- 
vice commissions throughout the United States differ in some re- 
spects. It may be stated, however, that most of them have based 
their regulations a nd their, plajis of examination upon those of the 
United States CiviT Service Commission... and in tlu^ book Ihft 
^ ao ps an d schemes^ ol fixaBAmatio»-af~ihe Federal commis- 
sion will be reierrecf to, unless otherwise specially staled. - ^-, 

No person will be examined by the Civil Service Commission 
if he is suffering from insanity, tuberculosis, paralysis, epilepsy, 
seriously defective sight which cannot be corrected by glasses, 
loss of both arms or both legs, loss of one arm or one leg, badly 
crippled or deformed hands, arms, feet or legs, uncompensated 
valvular disease of the heart, locomotor ataxia, cancer, Bright's 
disease, or diabetes. Applicants who have heart disease must 
furnish certificates from two reputable physicians showing that 
the defect is fully compensated. Other physical defects may 
debar a person from a particular examination, when in the judg- 
ment of the civil service commission such defects would render 
him unfit to perform the duties of the position which he seeks. 
When a person who has a physical defect not sufficient to bar him 
from examination is certified for appointment and objection is 
made by the appointing officer because of such defect, the com- 
mission will give further consideration to the case and will sus- 
tain the objection of the appointing officer if it is found that the 
defect is in fact a disqualification for the position. Moreover, 
three names are submitted to the appointing officer for each 
vacancy, and persons with serious physical defects frequently fail 
to receive an appointment even after they have passed the civil 
service examination. 

Before preparing for a civil service examination every young 
man and young woman should be carefully examined by a physi- 
cian to make certain that he is free from all physical ailments and 
defects which would debar him from examination or appointment. 
In case of doubt it is well to ask the commission for information 
regarding the physical defect from which the applicant is suffer- 
ing in order that the applicant may be saved the labor and the 
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disappointment of preparing for an examination from which he 
will be debarred because of a physical defect. 

Five Branches 

The civil service of the United States is divided into five gen- 
eral branches : 

A — The Depabtmental Sesvice, which consists of the em- 
ployees of the government at Washington, D. C. 

B — ^The Field Service, which consists of the employees sta- 
tioned in cities other than Washington, D. C. 

C — The Panama Canal Service, which consists of the em- 
ployees in the Canal Zone. 

D — The Philippine Service, which consists of the civil em- 
ployees in the Philippine Islands. 

E — The Graded Service, which consists of the employees in 
the Departmental Service and the Field Service, who hold positions 
requiring no special experience and no educational qualifications 
higher than those of the ordinary elementary or common school. 

Apportionment 

Appointments in the departmental service at Washington are 
apportioned among the several states in accordance with their 
population, and each applicant for this branch of the service must 
make oath on his application as to his actual bona-fide residence, 
which must be corroborated by the certificate of an officer of the 
county in which he resides. Applicants for the apportioned de- 
partmental service at Washington may also be examined only in 
the state in which they have a bona-fide actual residence. 

The law also provides that no person shall be appointed to a 
position in the graded service if two members of his family are 
already serving in the graded service. Persons disqualified from 
appointment by this provision of the law will be examined by 
the United States Civil Service Commission, but will not be certified 
for appointment while two members of their family are serving in 
the graded service. 



CHAPTER II 
GRADED EXAMINATIONS 

FROM the point of view of the teacher who wishes to prepare 
pupils for civil service examinations, these examinations 
may be divided into three classes, — special examinations, 
stenographer examinations and graded examinations. Candi- 
dates for special examinations require special experience or tech- 
nical educational qualifications tending to fit them for the par- 
ticular position which they seek. Candidates for stenographer 
examinations require the ability to write shorthand, and in addi- 
tion they are usually required to be able to operate a typewriter. 
Candidates for a graded examination are examined only on their 
knowledge of the subjects taught in the common or grade schools. 

Special Examinations 

The special examinations are not held regularly. They are 
held by the Federal, the State and the Municipal Civil Service 
Commissions from time to time at irregular intervals as the 
needs of the service may require. A teacher who wishes to 
prepare pupils for these special examinations should make cer- 
tain that her name is on the mailing list of the United States 
Civil Service Commission, the State Civil Service Commission 
and the Municipal Civil Service Commission for the regular re- 
ceipt of announcements of examinations. Upon receipt of these 
announcements she should examine the requirements and the sub- 
jects of each examination, and should proceed to prepare her 
pupils for the positions for which she may consider them qualified. 

Stenographer Examinations 

The stenographer examinations are held to fill vacancies in 
the position of typewriter copyist, stenographer, stenographer 
and typewriter, stenotypist, court stenographer, typewriter ac- 
countant and secretary. The requirements for these positions 
in the Federal, the State and the Municipal Civil Service are 
somewhat analogous and will be described in detail in a sub- 
sequent chapter. 
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Graded Service 

By far the largest number of vacancies in the Civil Service 
occur in the graded service, which may be subdivided into three 
classes. The first grade, for which the most difficult examina- 
tion is set, qualifies for clerical positions; the second grade, 
for which a less difficult examination is required, qualifies for 
minor clerical positions such as those in the postal service and 
the third grade for which the least difficult examination is re- 
quired, qualifies for sub-clerical positions. 

Stib'Clerical Service 

The sub-clerical service embraces all persons in the Civil 
Service whose duties are general and miscellaneous, below those 
of the clerical grade and above the grade of mere manual labor. 
It includes the positions of attendant, foreman, guard and night 
inspector in the U. S. Customs service, the position of timekeeper 
in the U. S. Engineer Service, the positions of messenger, watch- 
man, classified laborer and skilled laborer in the other Fed- 
eral services and the positions of attendant, watchman, messen- 
ger and foreman in the various states and municipalities. 

Third grade or sub-clerical examinations are held by the 
United States Civil Service Commission annually, and these exam- 
inations are usually held by the State and Municipal Civil Ser- 
vice Commissions annually. Women are not generally admitted 
to the annual sub-clerical examinations, but special sub-clerical 
examinfctions are frequently held for women applicants when there 
are vacancies in the position of female attendant or matron. 

Applicants for the third grade or sub-clerical examinations 
must be able-bodied and physically capable of performing man- 
ual labor. Persons afflicted with flat foot are usually not per- 
mitted to take these examinations. Furthermore a minimum height 
and weight requirement is sometimes prescribed for applicants 
for the position of watchman, who must be at least 6 feet 7% 
inches in height without shoes and who must weigh not less than 
145 pounds in ordinary clothing. 

Male applicants for the third-grade sub-clerical examina- 
tion in the Federal service may, if they so desire, take the strength 
test which is given to applicants for the position of unskilled 
laborer and which consists of shouldering and carrying a mail 
sack with contents weighing 126 pounds. If they pass this 
strength test in addition to the sub-clerical examination, it will 
be noted on the records in the nature of a qualification.' If an 
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appointing officer requests a certification from the third grade 
register, of persons capable of performing heavy manual labor 
connected with a sub-clerical position, certification will be made 
from this register of the eligibles standing highest in the educa- 
tional examination who have also passed this strength test. 

Applicants for the sub-clerical examination in the Federal 
service are given a three-hour examination in the following sub- 
jects, each of which has the weight specified: Spelling, 1; arith- 
metic, 2; letter-writing, 2; penmanship, 1; copying from plain 
copy, 2; training and experience, 2; total, 10. 

Postal Service 

The second grade examination is held by the United States 
Civil Service Commission to secure eligibles for the positions of 
clerk and carrier in the Postal Service. Applicants must be 
not less than eighteen nor more than forty-five years of age, 
but these age limits are waived in the case of persons honorably 
discharged from the United States military or naval service by 
reason of disability resulting from wounds received or sickness 
incurred in the line of duty, provided that such person can meet 
the physical requirements prescribed. 

Male applicants must measure not less than five feet four 
inches in height in bare feet. No male applicant who passes 
the examination will be eligible for appointment as clerk or 
city carrier unless he weighs at least 126 pounds without over- 
coat or hat. Female applicants are not required to be of any 
specific height or weight, nor are applicants for the position 
of assistant postmaster, who are given the same examination, 
and who must be at least twenty-one years of age, required to 
meet the rigid physical requirements prescribed for clerks and 
carriers. Applicants for the position of clerk or carrier must 
have the medical certificate on the application blank executed 
by their own physician. If they neglect to have this done and 
succeed in passing the civil service examination, they will be called 
upon to furnish this certificate before they can obtain an appoint- 
ment. In that event they must assume responsibility for any 
disappointment or inconvenience which may result from their 
being rejected on account of physical disqualifications. 

PhyHcal Defects 

Applicants for the Post-office Service are required to be 
physically sound and in good health. No person will be ap- 
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pointed a carrier or a clerk in the postal service if he is suffer- 
ing from hunchback, defective hearing, sight or speech, blind- 
ness in one or both eyes, asthma, loss of arm, hand or leg, crippled 
arms or legs, flatfoot, hernia, congenital weakness of the abdom- 
inal wall or such weakness caused by wound or operation. An 
exception is made in the case of the positions of mail clerk, 
distributor and directory and forwarding clerk to which per- 
sons suffering from defective speech or hearing, and deaf-mutes 
may be appointed, and in the case of persons suffering from 
flatfoot or weakness of the abdominal wall, who may be appointed 
to any clerical position in the postal service, the duties of which 
they are physically capable of performing. 

Married Women 

Married women are not permitted to file applications for 
examination for the postal service, but this prohibition does not 
apply to women who are divorced or those who are separated 
from their husbands and are supporting themselves. 

Place of Examination 

Applicants for positions in the postal service must appear 
for examination in the city in which employment is desired and 
no applicant will be eligible for appointment in any post-office 
other than that for which he was examined. 

Substitutes 

Appointments are usually made to the positions of substitute 
clerk or substitute carrier and substitutes are promoted in 
the order of their original appointment to the first vacancies 
occurring in regular positions. The name of a person who 
declines appointment as a substitute will be removed from the 
eligible list and will not be restored for consideration in connec- 
tion with appointment to a regular position only. Substitutes 
are paid at the rate of forty cents an hour when serving for 
absent clerks and carriers and at the rate of thirty-five cents 
an hour when serving as auxiliary clerks and carriers. 

First-class Post-Offices 

In the first and second-class post-offices clerks and carriers 
are divided into five grades, the salaries of which are $800, $900, 
$1,000, $1,100 and $1,200 per annum respectively. Clerks and 
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carriers at first-class post-offices are promoted successively a 
grade at a time to $1,100 and clerks and carriers at second- 
class offices are promoted in the same manner to $1,000. All 
promotions are made at the beginning of the quarter following 
the expiration of the year's service in the next lower grade. 
No promotion will be made except upon evidence satisfactory 
to the Post-office Department of the efficiency and faithfulness 
of the employee during the preceding year. When a clerk or a 
carrier fails of promotion because of unsatisfactory service he 
may be promoted at the beginning of the second quarter there- 
after or of any subsequent quarter upon evidence that his record 
has been satisfactory during the intervening period. 

Highest Grade 

Clerks and carriers of the highest grade are eligible for pro- 
motion to the higher positions in the post-office. Male clerks 
are eligible for transfer to the position of city carrier; city 
carriers are eligible for transfer to the position of clerk, and 
mail clerks and city carriers are eligible for transfer to the 
position of rural carrier. It is also the policy of the Post-office 
Department to fill vacancies in the position of assistant post- 
master in first-class and second-class post-offices by the promo- 
tion of competent persons in the. postal service. 

Subjects 

Applicants for the second grade postal examination in the 
Federal service are given a four-hour examination in the fol- 
lowing subjects, each of which has the weight specified: Spelling, 
1 ; arithmetic, 2 ; letter-writing, 2 ; penmanship, 2 ; copying from 
plain copy, 2; reading addresses, 1; total, 10. 
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CHAPTER III 
CLERICAL EXAMINATIONS 

Federal Service 

IN the Federal civil service the first-grade or clerical examina- 
tion is held to secure an eligible list for certification for 
all vacancies in the field service, which are of a clerical 
character, or in the inspection service, where no special educa- 
tional or technical qualifications are required. In this first grade 
are included the positions of clerk, ganger, inspector, assistant 
weigher, inspectress, storekeeper, cashier, deputy officer and 
sampler in the Customs Service, the positions of clerk, gauger, 
storekeeper and storekeeper-gauger in the Internal Revenue Ser- 
vice, and similar positions in the Subtreasury Service, the Cus- 
todian Service, the Mint Service, the Engineer Department, the 
Quartermaster Corps, the Ordnance Department, the Lighthouse 
Service, the Navy Yard Service, the Immigration Service, the 
Steamboat Inspection Service, the Public Health Service, the 
Bureau of Animal Industry and the Weather Bureau. 

Requirements 

The minimum age limit is 18 years and there is no maxi- 
mum age limit for the first-grade clerical examination in the 
Federal Service. No person under 21 years of age will be 
appointed a storekeeper, gauger, or storekeeper-gauger in the 
Internal Revenue Service, and no person under 21 or more than 
46 years of age will be appointed a day inspector or an assistant 
weigher in the Customs Service, nor will he be appointed to 
any position in the Customs Service the duties of which are partly 
those of an inspector. Applicants for positions in the Sub- 
Treasury Service will be subjected to rigid tests of character 
and integrity, and only those satisfactorily meeting these tests 
will become eligible for appointment to this service. 

Applicants for the first-grade clerical examinations in the 
Federal Service are given a five-hour examination in the fol- 
lowing subjects, each of which has the weight specified: Spelling, 
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10; arithmetic, 26; penmanship, 16; report writing, 25; copy- 
ing and correcting manuscript, 16; geography and civil gov- 
ernment, 10 ; total, 100. Candidates who fail to attain a rating 
of at least 70 per cent, in arithmetic or 65 per cent, in report 
writing will not be eligible for appointment, and the remaining 
subjects of their examinations will not be rated. 

Mechamcal Trades 

For many positions in the mechanical trades and similar 
positions which do not require a written examination, the Fed- 
eral civil service commission holds non-educational examinations. 
These positions are found in the Custodian service, the Quar- 
termaster Corps, the Engineer Department, the Ordnance Depart- 
ment and the Lighthouse Service. Competitors for the positions 
of blacksmith, carpenter, chauffeur, gardener, marine fireman, 
marine oiler, marine steam engineer, marine gas engineer, master, 
mate, pilot, packer, painter, plumber, stationary fireman and sta- 
tionary steam engineer, which are in the non-educational service, 
are not assembled for mental examinations, but are rated on a 
competitive scale on the applications which they file with the 
civil service commission. 

Non-Educational Examinations 

In these non-educational examinations physical ability is 
given a weight of four points out of ten and the remaining six 
points are assigned to training and experience. No competitor 
is eligible for appointment unless he receives a rating of at 
least 70 per cent, in the subject of training and experience and 
a rating of at least 70 per cent, in the subject of physical abil- 
ity. Applicants must furnish on their application blanks the 
information on which the ratings are based and should take 
care to furnish accurate and complete information in order that 
examiners may have a sufficient basis for competitive rating. 
All statements made by candidates regarding their training and 
experience are accepted subject to verification. 

In the subject of physical ability an applicant without ap- 
parent physical disqualifications is rated at 98 for this element. 
For physical defects which may impair his efficiency in the posi- 
tion sought, proportionate deduction is made from 98, accord- 
ing to the nature of the defects. The subject of training and 
experience is rated upon the statements made by the applicant 
in his application, as corroborated by his vouchers and his refer- 
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ences. Consideration will be given by the examiners to the date, 
length, quality and character of the experience shown and spe- 
cial consideration will be given to continuous and recent expe- 
rience. 

In many cities and states which have civil service regula- 
tions, applicants for positions which are classified in the non-edu- 
cational class by the United States Civil Service Commission are 
selected by means of registration or by means of registration 
and a physical test. Under such a system of labor registration, 
as it is called, applicants are selected for appointment in the 
order in which they file their applications, irrespective of their 
comparative physical condition or their previous training or 
experience. In New York City the system of labor registra- 
tion is administered in conjunction with a system of practical 
tests. Under this system those who pass the physical tests are 
subjected to a practical test in their respective trades and only 
those who qualify both in the physical test and in the practical 
test are certified for appointent in the order in which they filed 
their applications. 

Stenographers and Typewriters 

Federal examinatons for stenographers and typewrters are 
held for four branches of the service — ^the Departmental Ser- 
vice, comprising the stenographers and typewriters employed 
in the departments of the United States GU)vemment at Wash- 
ington, D. C. ; the Field Service, comprising the stenographers 
and typewriters employed in the Federal offices throughout the 
United States; the Philippine Service, comprising the stenog- 
raphers and typewriters employed by the United States Gov- 
ernment in the Philippine Islands, and the Panama Canal Ser- 
vice, comprising the stenographers and typewriters employed by 
the United States Government in the Panama Canal Zone. 

A combined examination for the positions of stenographer 
and typewriter is given for each of the four branches of the 
service; a separate examination for the position of stenographer 
is given for the Departmental and Field services ; and a separate 
examination for the position of typewriter is given for the 
Departmental, Field, and Panama Canal services. A separate 
application is required for each of the four services, but as the 
result of taking a single examination for the position of sten- 
ographer and typewriter or for the position of typewriter, an 
applicant may become eligible for appointment in the Depart- 
mental service, the Philippine service and the Panama Canal ser- 
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vice. A person who desires to become eligible for appointment 
to the Field service must take an examination especially for 
that service. Women are not admitted to the examinations for 
the Philippine service and the Panama service. 

The United States Civil Service Commission has been expe- 
riencing considerable difficulty in supplying the demand for male 
stenographers and typewriters, especially in the Departmental 
service. In this service the usual entrance salary is $840 or $900 ; 
'a few appointments are made at $1,000, and extremely few at 
higher salaries. Promotion is reasonably rapid for those whose 
services are satisfactory. 

The minimum age for the Departmental and Field services 
is 18 years, and there is no maximum age prescribed by the regu- 
lations. For the Philippine service and the Panama Canal service 
the minimum age is 20. The maximum age for the Philippine ser- 
vice is 40, and for the Panama Canal service, 46. Applicants for 
the Departmental or Field service need not submit to a medi- 
cal examination; applicants for the Panama Canal service must 
present a medical certificate signed by any reputable physician; 
applicants for the Philippine service must present themselves for 
medical examination before a medical officer of the Army, Navy, 
Indian service, or Public Health Service, or before a U. S. pen- 
sion examining surgeon. A certificate of the applicant's bona- 
fide residence in the county, executed by an officer of the county, 
is required of all applicants for employment in the apportioned 
Departmental service, unless the applicant is already employed 
in the Departmental service. 

Stibjects for Stenographer Examination 

Applicants for the position of stenographer are given a five- 
hour examination in the following subjects, each of which has 
the weight indicated: Stenography, 76; copying from rough 
draft, 10; penmanship, 6; report writing, 8, aXid arithmetic, 6. 
A candidate who fails to attain a rating of at least 70 per cent, 
in stenography will not be placed on this eligible list. 

Applicants for the position of typewriter are given a five- 
hour examination in the following subjects, each of which has 
the weight indicated: Copying and spacing, 20; copying from 
rough draft, 15; copying from plain copy, 10; time, 80; pen- 
manship, 10; report writing, 10; arithmetic, 5. Both accuracy 
and speed are considered in rating each of the typewriting sub- 
jects of this examination, and time as a separate element is rated 
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on the total time consumed on the three typewriting subjects. 
If a candidate fails to attain an average percentage of at least 
70 on the typewriting subjects and time combined, the remaining 
subjects will not be rated. 

Applicants for the position of stenographer and tjrpewriter 
are given a six-hour examination which consists of a combina- 
tion of the examination for the position of stenographer and the 
examination for the position of typewriter. Each candidate is 
required to take the subjects of copying from rough draft, pen- 
manship, report writing, and arithmetc only once, and if a can- 
didate passes in both the stenographer examination and the type- 
writer examination, the averages in the two examinations will be 
combined with a weight of two for stenography and a weight of 
one for typewriting. His name with the average obtained in 
this manner will be placed on the eligible list for the position of 
stenographer and typewriter. 

Each applicant for the position of stenographer, typewriter, 
or stenographer and typewriter must present to the examiner 
on the day of the examination a photograph of himself taken 
within two years which will be filed with his examination papers 
as a means of identification in case he receives an appointment. 
A card is sent to each applicant, upon which to paste the photo- 
graph and to furnish necessary information in connection there- 
with. An applicant who fails to present a photograph to the 
examiner will not be admitted to the examination. Tintypes will 
not be accepted. 
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CHAPTER IV 



ROUGH DRAFT 



AN exercise known as copying from rough draft or copying 
and correcting manuscript forms a part of the United 
States examination for the position of stenographer and 
typewriter, the United States First Grade examination and many 
state and municipal examination for clerical and semi-clerical 
positions. 
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This exercise has a weight of fifteen points out of a total 
of one hundred points in the examinations of the United States 
Civil Service Commission for the first grade clerical positions 
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and for the position of tjrpewriter, a weight of ten points out of 
one hundred points in the United States Civil Service examination 
for the position of stenographer, and a weight varying from ten 
to twenty points out of one hundred points in the examinations 



Specimen Exercise for First Grade Clerks 
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of the various state and municipal civil service commissions 
for clerical and semi-clerical positions. 

In this test the candidate is given an exercise similar to 
the two reproduced above, and is instructed to copy it, correct- 
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ing errors in syntax, spelling, punctuation and capitalization, 
and writing in full all signs and abbreviated words. The candi- 
date is not permitted to change or paraphrase the language of 
the copy nor to insert, omit or modify words, phrases or punctu- 
ation marks, except as may be necessary to correct errors. 

As will be seen from the two exercises in copying from rough 
draft reproduced herewith, this exercise is much simpler in the 
Federal examinations for stenographers and typrewriters than 
it is in the Federal First Grade Clerical examinations. In the 
examinations for stenographers and typewriters the rough copy 
contains no errors in paragraphing, punctuating, capitalizing 
or spelling. 

Applicants for the position of stenographer may make the 
copy either in long hand or on the typewriter; applicants for 
the position of typewriter or the position of stenographer and 
typewriter must make the copy on a typewriting machine and 
applicants for first-grade clerical positions must make the copy 
with pen and ink. The speed shown in making the copy will not 
be taken into consideration in the rating of this exercise. 

After an examination has been held by the United States 
Civil Service Commission all of the answer papers are forwarded 
under seal by registered mail to the Commission at Washing- 
ton, D. C. The copies from rough draft submitted by all the 
candidates are handed to an examiner for rating. The charges 
for specific errors are fixed by the rules of the commission and 
after the paper of each candidate has been rated by the first 
examiner, his work is reviewed by a second examiner. This sys- 
tem of rating insures impartiality, accuracy and uniformity. 
When appeals are made by candidates for the re-rating of their 
papers, errors on the part of the examiners in rating the papers 
are seldom found, because the work of each examiner is verified 
and checked in every particular by another examiner. 

Rating Scale in Stenographer Examination 

In rating the copies from rough draft the following number 
of points are deducted from a perfect mark of 100 per cent. : 

For each error in orthography 5 

For each word or figure inserted, substituted, transposed, repeated or 

omitted 5 

For the omission of two or more consecutive words, if the words omitted 

do not constitute more than one printed line of the copy 10 

For the omission of two printed lines or more than one line 20 

For each abbreviation , 5 

For each failure to capitalize, punctuate or paragraph according to copy 5 
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For failure to indent as in copy (only one charge to be made) 6 

For each variation from copy in the use of parenthesis or hyphen 5 

For gross irregularity in right-hand margin 5 

For each irregularity in the left-hand margin (maximum charge 5) 

For each case of inconsistent spacing between words 

For each interlineation (maximum for five or more words 5) 

For each misdivision of a word at the end of a line 

For each omission of a hyphen in dividing a word at the end of a line 

For each space in a word 2 

For crowding letters in a word 2 

For each case of inconsistent spacing between lines (maximum 10) 8 

For erasures 1 to 5 

For each error not specified above 1 to 5 

Rating Scale in First Grade Clerk Examination 

For each error in spelling (other than the repeated misspelling of same 

word in same manner) 8 

For each error in syntax (other than a consequential error) 8 

For each word omitted, inserted or substituted to avoid a test or cause an 

essential change in meaning 8 

For failure to write any transposition, insertion or inclosure as indicated. . 8 

For restoring a word or a group of words canceled in the copy 8 

For each important word omitted from a phrase or group of words 8 

For making any transposition of a word or group of words not indicated. 1 to 8 

For each abbreviation 1 to 8 

For irregularity in left-hand margin 1 to 8 

For writing part of exercise and then commencing again 5 

For signing name 5 

For each change in tense or number, not causing an error of syntax or 

radical change in meaning and not a consequently error 

For each word omitted, inserted, substituted or repeated, which does not 

avoid a test or cause an essential change in meaning 

For each error in capitalization, punctuation, indentation, paragraphing 

or division of woi^ 

For each omission of the hyphen or for placing it at the beginning of the 

line instead of at end of preceding Une (maximum charge 5) 

For stenographic periods (maximum charge 1) 

For each blot, each word interlined or canceled and each alteration and 

erasure not neatly done (maximum charge 5) 

For omitting an unimportant word from phrases or other groups of words 

For the omission or insertion of a stroke in a letter 

For paraphrasing the language of the text .5 to 100 

The best civil service examiners and educational experts in 
this country are not unanimous in considering this exercise of 
copying from rough draft a valuable test of a typist's potential 
efficiency or of a clerk's business ability. In the early days 
before the general introduction of the stenographer and type- 
writer into the business offices of this country, it was the custom 
for business men to make rough drafts of their business letters 
and hand these rough drafts to a copyist. Under these conditions 
the ability to copy from rough draft was a valuable qualification 
for an office assistant and might with much propriety be made 
a part of the examination. Under modem office conditions, how- 
ever, most letters are dictated to a stenographer and very little 
copying from rough draft is given to office workers. Under 
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these conditions it is debatable whether the test in copying from 
rough draft is a valuable test. That it is a convenient means 
of testing a candidate's neatness and accuracy is indisputable, 
but it seems likely that there are other tests which will accomplish 
this purpose equally well. 

It is difficult for teachers or prospective candidates to secure 
suitable material for practising this test, because of the fact 
that copying from rough draft is seldom done in actual busi- 
ness experience. Undoubtedly the best material for this pur- 
pose consists of corrected proof sheets, which teachers may be 
able to procure from a large printing or publishing house. It 
is to be recommended also that commercial school teachers who 
are preparing students for the Federal civil service examina- 
tions grade or rate all of their school exercises in accordance 
with the civil service rating scales reproduced herewith, so that 
the pupils may become familiar with it and with the point of 
view of the civil service examiners. It is scarcely necessary 
to add that the errors which are derated by the examiners should 
be particularly emphasized by the teachers from day to day. 
These are errors of such importance that they are emphasized 
constantly by teachers, irrespective of the attitude of the exami- 
ners with respect thereto. 
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CHAPTER V 
COPYING AND SPACING 

AN exercise known as copying and spacing forms a part of 
the United States Civil Service examination for the posi- 
tion of typewriter and the position of stenographer and 
typewriter, and of many state and municipal examinations for po- 
sitions requiring an ability to use a typewriting machine. The 
exercise has a weight of twenty points in the examination of the 
United States Civil Service Commission for the position of type- 
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writer and a weight varying from ten to twenty-five points out 
of one hundred points in the examinations of the various state 
and municipal civil service commissions for typewriting positions. 
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In the exercise of copying and spacing the candidate is 
given an exercise similar to the one printed above. This exer- 
cise, consisting of both tabular and narrative matter, is furnished 
to the candidate in the form of a photolithographic reproduc- 
tion of a typewritten sheet, and is so prepared that it may be 
reproduced on any style of tjrpewriting machine. The candi- 
dates are instructed to reproduce this exercise accurately in 
every particular, including punctuation and other marks, and 
preserving all spaces between lines and between words, figures 
and characters and the relative positions of the lines on the 
sheet. Accuracy only is rated on this exercise. 

Rating Scale 

In rating the exercise in copying and spacing the following 
rating scale is used : From a perfect mark of 100 per cent, there 
is deducted the following number of points for each error : 

For omission of the general head 10 

For omission of a single line 10 

For erroneously spacing or failing to space a word or a line of tiie general 

head or a part or the whole of a minor head 5 

For an error in left margin of left column or stub 5 

For error of spacing between words of stub and first line of colons 5 

For each error in the placing of a whole column of figures 5 

For the omission of leaders after stub 5 

For the insertion of commas after the items of stub 5 

For each case of erroneous spacing between lines (maximum charge 25)., 5 
For running into one line a minor head that should be written in two or 

more lines 5 

For running over a line in the paragraphs at the bottom (maximum 

charge 15) 6 

For each word, minor head, figure or number omitted, inserted or sub- 
stituted 5 

For each misspelled word or erroneous number 5 

For omitting or misplacing an apostrophe 5 

For erroneously adding ''the" to the date 5 

For the transposition of a single word, item or line 5 

For each use of for .... (maximum charge 10) 5 

For each preliminary test on machine 5 

For error in right and left position of general head as a whole 8 

For wrong alignment of a minor head 8 

(Maximum charge for consequential misplacement of a whole line of 
minor heads 5) 

For each error in the use of the doUar sign 8 

For striking one figure over another so that the reading of the figure is 

doubtfS (maximum charge for one number 5) 8 

For each error in the use of punctuation marks or hyphens in heads or 

paragraphs 8 

For 8pa(£ig a dashed line (maximum charge 5) 8 

For an error in the relative right and left position of a line or heading 

(maximum charge for two or more independent errors in a heading 8) 2 
For an error in the indentation of the paragraphs (maximum diarge for 

two or more consequential errors in indentation 8) 2 

For each error in spaong between words and after punctuation marks. . 2 

For spacing between the figures of a number or the letters of a word. . . 2 
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For the use of i for 1 in numbers 2 

For each comma or hyphen omitted 2 

For each decimal point used for a conmia or vice versa 2 

For each use of capital I for 1, 1 or L for I or small o for cipher (maxi- 
mum charge 5) 1 

For striking over (with the exception of cases noted above) 1 

For irregularities in the margin of a column 2 to 5 

For erroneous length of the dashed lines 1 to 5 

For errors in the colons 1 to 5 

For erasures lto6 

For lack of neatness lto5 

For each error not specified above 1 to 5 

This exercise in copying and spacing is an excellent test 
of the ability of a typewriting copyist. When the candidate's 
performance is rated in accordance with such an excellent rating 
scale as the Federal scale, which we have described above, it 
grades very satisfactorily the candidate's ability to use his type- 
writing machine rapidly and expertly. To secure the maximum 
mark a candidate must be able to use his machine without hesi- 
tation and must also have sufficient intelligence to reproduce 
the copy exactly as it stands before him. Furthermore, he 
must be familiar with all the regular operating devices on the 
machine. 

Preparation 

Teachers who wish to secure suitable material for practising 
this test should secure statistical tables, which are best adapted 
for this purpose. The various statistical reports, which are 
published by the United States Government at Washington, may 
be procured for this purpose; they may generally be obtained 
free of charge upon application. Many of these reports are 
published by the Bureau of Statistics of the United States 
Department of Commerce at Washington, and in making 
application for copies the purpose for which they are to be 
used should be stated, so that reports which no longer have any 
practical value for general distribution may be supplied. The 
rating scale used by the civil service examiners in grading this 
exercise should be carefully examined both by teachers and by 
pupils. This embodies the best principles and conclusions with 
respect to the relative importance of the various items which 
constitute perfect work on the typewriter. This exercise tests 
primarily the candidate's skill in the use of his machine. It is 
useful chiefly in determining and developing the applicant's special 
skill in the use of his machine. To become proficient in this, 
such practice is recommended not only to those who intend to 
become candidates in a civil service examination, but also to 
all typists who are required in the course of their routine work 
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to copy many tabulated statements, or whose work is likely to 
be subjected to adverse criticism if it fails to present an attrac- 
tive appearance, in addition to a neat appearance. 

Typists who lack the advantages of schoolroom instruction 
in copying and spacing should practise this exercise daily in 
the following manner: A short table should be copied on the 
machine daily, the work being begun and stopped promptly at 
a signal and a careful record being kept of the time consumed. 
The copy should then be compared with the original and errors 
carefully noted and entered on a score-card. It is convenient 
for two typists to practise these exercises as a team, one copy- 
ing the exercise and the other keeping the record of the time 
consumed, correcting the errors and marking the score. On 
the following day the two teammates may change their relative 
positions, the time and score-keeper doing the typewriting and 
the typist keeping the time and the score. 
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CHAPTER VI 
PLAIN COPY 

AN exercise known as copying from plain copy has a weight 
of ten out of a total of one hundred points in the United 
States Civil Service examination for the position of type- 
writer, a weight of twenty points out of a total of one hundred 
points in the United States second grade or postal examinations 
and the United States third grade examination, a weight of 
twenty-five to seventy-five points out of a total of one hundred 
points in state and municipal civil service examinations for the 
position of typewriting copyist, and forms one of the subjects 
of most civil service examinations for clerical, semi-clerical and 
sub-clerical positions. 

In the exercise of copying from plain copy in the United 
States civil service examination for the position of typewriter 
the candidate is given a selection of four hundred and fifty words, 
which he is instructed to copy exactly as it is printed. The 
candidate is required to paragraph, spell, capitalize and punctu- 
ate precisely as in the printed copy, and all omissions and mis- 
takes are taken into consideration by the examiners in rating 
the exercise. 

» 

In rating the exercise of copying from plain copy in the 
United States Civil Service examination for the position of type- 
writer the rating will be made by the examiners on one hundred 
and fifty words selected by them, subject to the provision that 
the same part of the exercise must be rated for all the com- 
petitors in the examination. This rating device is also followed by 
some state and municipal civil service examiners. In the United 
States postal and the United States sub-clerical civil service exam- 
inations the passage in copying from plain copy seldom exceeds 
one hundred and fifty words in length, and the entire exercise of 
each candidate is rated by the examiners. 

Rating Scale 

In rating the exercise in copying from plain copy the fol- 
lowing rating scale is used by the examiners, the numbers indi- 
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eating the number of points deducted for each error from a 
perfect mark of 100 per cent. : 

For writing one line over another l6 

For each error in orthography 5 

For each word or figure omitted 6 

For the omission of two or more consecutive words if the words omitted 

do not constitute more than one printed line of copy 10 

For the omission of two printed lines or more tiian one line 20 

For each word added, substituted or repeated 5 

For each transposition 5 

For each abbreviation not in copy 5 

For each failure to capitalize or to punctuate as in copy 5 

For each deviation from copy in paragraphing (maximum charge 10) . . 5 

For failure to indent as in copy (maximum charge 5) 5 

For each error in compounding words or vice versa 5 

For each case of Inconsistent spacing between lines 8 

For each space between the letters of a word 2 

For crowding letters in a word 2 

For lack of space between words 2 

For striking a letter instead of space bar 2 

For unfinished word due to coming to end of line when word is rewritten 

on next line 2 

For striking letters in a line over band holding paper thus making no im- 
pression on sheet; or for piling letters over each other at the end 
of a line when aU the letters are decipherable; or for running off 

paper on right or left margin (maximum charge 10) 2 

For each case of irregularity in left hand margin (maximum charge 5) . . 1 
For each case of gross irregularity in right hand margin (maximum 

charge 5) 

For each strike over 

For the misdivision of a word at the end of a line 

For each omission of a hyphen when needed at end of line 

For extra space between words (maximum charge 5) 

For each case of inconsistent spacing after punctuation marks 

For each word interlined (maximiun charge 5) 

For each erasure (maximum charge 5) 

For lack of neatness 1 to 5 

For each error not specified above 1 to 5 

QtiaUfications of a Copyist 

In most large offices the newly appointed stenographer is 
given much copyist work. The taking of dictation is considered 
work requiring greater skill and more experience, and is on that 
account usually assigned to those stenographers who have been 
employed in the office a longer period of time, and who are more 
thoroughly familiar with the office routine and with their fellow- 
workers. Rapidity, accuracy and neatness are the indices of 
a copyist's business efficiency, and of these three qualities rapidity 
is the most important from the point of view of the examiner, 
because in every class of applicants there will be found a suffi- 
ciently large number of applicants whose accuracy and neatness 
are so entirely satisfactory that their rapidity will be the decisive 
factor in determining their relative efficiency. 
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The exercise in copying from plain copy tests only the can- 
didate's ability to use his typewriting machine and his accuracy. 
To pass this test with credit the candidate need possess neither 
exceptional ingenuity nor intelligence of a high order. It is 
useful principally as a test of the candidate's familiarity with 
and mastery of his typewriter and his accuracy in performing 
work which may be assigned to him. To test an applicant's 
ingenuity and expertness the test in copying and spacing, which 
was described in chapter five, must be employed. 

Preparation 

Teachers who wish to prepare candidates for the test in 
copying from plain copy will experience no difficulty in securing 
material suitable for use in the practise of this exercise. Any 
business letters, newspaper articles, or book extracts, the 
words of which have been previously counted, may be used for 
this purpose. The practise of such exercises and the rating of 
the pupil's paper in accordance with the civil service rating scale, 
which we have printed above, is strongly to be recommended to 
all commercial teachers, because this exercise tests better than 
any other the student's mastery of his typewriting machine, 
without the interference of any additional or extraneous ele- 
ments, such as the intelligence of the pupil, his education, his 
ingenuity and the like. 

Candidates who wish to prepare themselves for a civil service 
test in copying from plain copy without attending a school will 
find it to their advantage to complete an exercise of this kind 
daily. The best time for this test is in the morning before begin- 
ning your daily work. Not only will the exercise at this time 
interfere least with your work, but it will also be found a means 
of increasing your actual efficiency by adding to the nimble- 
ness of your fingers and increasing your rate of speed at the very 
commencement of your day's work, when, under ordinary cir- 
cumstances, you might find it difficult to work at maximum 
speed. 

It will be found best to have the time accurately measured 
by a friend and co-worker and to limit the exercise rigidly to 
five minutes, beginning and stopping promptly at a given sig- 
nal. The most suitable material for this exercise is a well- 
written editorial of a morning newspaper printed in single- 
column form, as for example, the New York Times. In copy- 
ing this material it will be found best to begin a new line of 
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typewriting for each new line of print, because in the examina- 
tion-room the noise of the large number of typewriting machines 
may prevent you from hearing your own bell at the end of 
eadi line. The passage, which should consist of two hundred and 
fifty words, may be selected and coimted by you in the car while 
going to work in the morning, and the determination of your rat- 
ing in this exercise in accordance with the civil service rating scale 
printed above may be made by you in the car while going home in 
the evening. The careful preservation and comparison of your 
daily scores, which should be determined by rating the errors in 
accordance with the civil service rating scale and by making the 
deduction noted in the scale for each word omitted by reason of 
lack of time or carelessness in transcribing this two-hundred-and- 
fifty-word exercise in five minutes, will serve to stimulate interest 
in these exercises and to spur you on to renewed efforts to in- 
crease your speed and accuracy in your work on the typewriting 
machine. 
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CHAPTER VII 
TESTS IN ARITHMETIC 

THE subject of arithmetic has a weight of five points out of 
a total of one hundred points in the United States civil 
service examination for the position of stenographer and 
for the position of typewriter, a weight of twenty-five points out 
of a total of one hundred points in the United States first grade 
or clerical examination, a weight of twenty points out of a total 
of one hundred points in the United States second grade or postal 
examination, and in the United States third grade or sub-clerical 
examination, and is a subject forming a part of most state and 
municipal civil service examinations. In many examinations 
arithmetic is a qualifying subject, candidates receiving less than 
70 per cent, in this subject being ineligible for appointment 
irrespective of their ratings on the other subjects of the exami- 
nation. 

Third Grade Tests 

The scope of the ground covered by the questions in arith- 
metic varies in the different civil service examinations. In the 
third grade or sub-clerical examinations of the United States Com- 
mission, addition, substraction, multiplication and division of 
whole numbers and of United States money are required. Such 
questions as the following are generally given : 

1. Add a column of figures. 

2. Divide 2408588 by 4782. 

8. Multiply 8648 by 608 and then subtract 98746. 

4. A merdiant who spent 9226, bou^t 60 pounds of butter at 80 cents 
per pound, 84 barrels of apples at 92.25 per barrel, and spent the remainder 
for coffee. How much did he spend for coffee? 

5. During the month of August 450,000 bushels of wheat were shipped 
from a certain port. During September 87,960 more bushels were shipped 
than during August. What was the total number of bushels shipped in the 
two months? 

Second Grade Tests 

In the second grade or postal examinations of the United 
States Civil Service Commission the tests usually embrace, in 
addition to problems in the addition, subtraction, multiplication, 
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and division of whole numbers, questions involving common and 
decimal fractions. The following questions are of second grade 
difficulty : 

1. Add a column of figures and subtract 1864697029 from the sum. 

2. Multiply .9864 by 90 28/50 and divide the product by .4682. 
Change the 28/50 to a decimal before multiplying and solve by decimals. 

8. A man bought a farm of 97% acres. He then sold 20% acres at a 
loss of $67.50, receiving $1848.50 for the part sold. How much did the entire 
farm cost him? 

4. A jeweler paid $201.60 for old gold at $1.20 per pennyweight, and 
made it into rings weighing 814 pennyweights each. He sold the rings at 
$6.50 each. How much more money did he get for the rings than he paid 
for the gold? 

5. A man cut 98 boards, each 18 feet long and 16 inches wide, into palings 
each 8 feet long and 2 inches wide. He sold the palings for $2.50 per hundred. 
How much money did the palings bring? Make no allowance for saw cuts. 



First Grade Tests 

In the first grade or clerical examinations of the United 
States Civil Service Commission the test in arithmetic embraces 
not only the fundamental rules, but also fractions, percentage, 
interest, discount, analysis and the statement of simple accounts. 
The following questions are typical of examinations of this grade : 

1. Add three columns of twelve numbers each, crosswise and lengthwise. 

2. Multiply 8 9/16 by 20.78, divide the product by 6.91, and to the quotient 
add the difference between 7% and 98 7/125. Change all common fractions 
to decimals and solve by decimals. 

8. New Brunswick has 66,224 pupils enrolled in her elementary schools 
out of a population of 897,844. Saskatchewan has 86,225 pupils out of a 
population of 289,800. If the same per cent, of the population were enrolled 
in Saskatchewan that is enrolled in New Brunswick, would Saskatchewan have 
to increase or to decrease her present enrollment, and by how many per cent, 
of the present enrollment? 

4. A public square is surrounded by a walk which contains an area of 
1 acre and is 2 rods wide, the walk being entirely outside of the square. What 
is the area of the square. 1 acre is 160 sq. rods. 

5. Make an itemized statement of the following account as it should 
appear, taken from the books of Vogel and Son; make a proper heading; close 
the account and bring down the balance as it should have appeared June 1, 
1911: During the month of May, 1911, Vogel and Son had the following trans- 
actions with Benton Van Riper: May 1, he owed them an account $59.80. 
May 2, he gave them his note due in 10 months for $42, receiving credit for its 
present worth $40. May 4, he sold them 648 pounds pork at 12% cents per 
pound. May 5, he bought of them 216 bush^ of wheat at 97% cents per 
bushel. May 22, he sold them 75,850 bricks at $9.40 per thousand. May 16, he 
transferred to them by indorsement a note given him by John Doe; face of 
note $900; accrued interest to date, $86. May 28, he bought of them 880 
pounds of pork at 12% cents per pound, agreeing to pay freight also at 16% 
cents per 100 pounds, the freight to be prepaid by them. May 81, they sold 
him 14,560 pounds coal at $6.90 per ton of 2240 pounds. 

In the United States civil service examinations for the posi- 
tion of stenographer and for the position of typewriter, arith- 
metical problems of first grade difficulty are usually given. In 

29 



solving arithmetical problems in all civil service examinations the 
candidate must give all the figuring necessary to solve the prob- 
lems. It is not sufficient to indicate the processes merely. The 
answer to each problem must also be indicated by writing "Ans." 
after it. 

Rating Scale 

In rating the test in arithmetic the following rating scale 
is used by the examiners, the numbers indicating the number of 
points deducted for each error from a perfect mark of one hundred 
per cent. : 

For each wrong process, according to gravity of error 10 to 100 

For each omission of a step in a solution, according to gravity of error 10 to 100 

For error in a decimal or a conmion fraction test 25 

For evasion of a decimal or a conmion fraction test 25 

For using wrong table in denominate numbers 25 

For error in computation 10 

For error in copjring 10 

For superfluous work not cancelled 10 

For complex method, the correct result being produced 5 

For wrong puctuation 5 to 10 

For omitted punctuation 5 to 10 

For fraction in answer not reduced to lowest terms 5 to 10 

For approximate result not sufficiently exact 5 to 10 

For wrong designation or sign of relation 5 

For use of superfluous ciphers 5 

For omitting work entirely, the correct answer being given 5toll5 

For omitting work in part, according to gravity of error 5to25 

For giving proof instead of solution, according to gravity of error 10 to 85 

For writing a solution with pencil 5 

Importance of Test 

In most civil service examinations arithmetic is included as 
one of the tests. The use of this test is based neither upon the 
knowledge that the employee will use arithmetic in the perform- 
ance of his daily duties nor upon the conviction that proficiency 
in arithmetic will increase his efficiency. It is based rather upon 
the principle that the arithmetical test forms a convenient method 
of determining the amount of schooling which the applicant has 
enjoyed, and upon the theory that arithmetical ability is a good 
index of intellectual acuity. Neither of these arguments is of 
much practical value. 

In the development of the elementary school curriculum the 
subject of arithmetic was the first to be carefully graded, and 
a knowledge of the principles of arithmetic taught in a particular 
grade was good evidence that an individual had reached that grade 
in his schooling. Under the conditions of modem education other 
subjects of the curriculum more closely related to the duties of 
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the position sought are as carefully graded as is arithmetic, and 
attendance at evening or continuation schools destroys to a large 
extent the value of arithmetical knowledge as an index of the 
amount of schooling received by an individual, since many even- 
ing schools impart arithmetical knowledge to their pupils without 
increasing their education appreciably. Furthermore, psycholo- 
gists are agreed that although men and women of ability usually 
possess arithmetical ability, the test in arithmetic is not as good 
a test of intellectual acuity as it was formerly believed to be. 
Men and women possessing business ability frequently lack arith- 
metical ability, and the potential fitness of applicants for civil 
service positions may in many cases be tested better by means 
of tests that are more closely related to the duties of the position 
than the arithmetical tests. 

When arithmetic is one of the subjects of a civil service ex- 
amination, either graded problems or practical problems are used 
in the test. The graded problem test is a narrow test of school- 
ing. It is based upon the principle that an applicant who can 
add, subtract, multiply and divide has enjoyed three years of 
schooling, one who can solve problems involving common fractions 
four years, decimal fractions, five years, percentage and interest 
six years, etc. The small value of tests of this kind has been 
pointed out. The practical problem tests on the other hand do 
not possess much greater value. They are based upon the as- 
sumption that the ability to solve problems requiring for their 
solution logical analysis rather than a knowledge of technical 
arithmetical rules is an excellent test of intellectual ability. The 
value of these practical problems as tests of the potential fitness 
of applicants is undoubtedly greater than that of graded arith- 
metical problems, but their practical value must be determined in 
the case of each examination by their relation to the duties of the 
position sought by the applicant. 

The arithmetic test is academic and requires academic prepa- 
ration. Those who intend to apply for civil service positions the 
examination for which includes arithmetic, should procure a set 
of the questions used at a previous examination for this position 
and endeavor to solve the problems within a limited period of time. 
If unable to solve these problems with facility they should seek 
to acquire this facility by obtaining competent instruction. Self- 
instruction in arithmetic is seldom successful. 
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CHAPTER VIII 
TESTS IN LETTER WRITING 

THE subject of letter-writing has a weight of twenty points 
out of a total of one hundred points in the United States 
civil service examinations for second grade or postal posi- 
tions, and for third grade or subclerical positions, and a similar 
subject of report-writing has a weight of twenty-five points out 
of a maximum of one hundred points in the United States civil 
service examinations for first grade or clerical positions ; it has a 
weight of ten points out of one hundred points in the United 
States civil service examination for typewriter; a weight of five 
points out of one hundred points in the United States civil service 
examination for the position of stenographer and a weight of two 
or three points out of a maximum of ten points in many state and 
municipal service examinations for clerical, semi-clerical, investi- 
gative and other positions. 

When letter writing is one of the subjects of a Federal civil 
service examination, the candidates are usually given the privilege 
of selecting one of two subjects submitted to them. This exercise 
is designed chiefly to test the candidate's skill in simple English 
composition, and in rating the letter, its errors in form and ad- 
dress, in spelling, capitalization, punctunation, syntax and style, 
and its adherence to the subject will be considered by the ex- 
aminers. 

The subjects submitted to the candidates are generally sub- 
jects of general interest such as the following: 

1. State some of the advantages now derived by mankind from the art 
of printing. 

2. Give your views as to the advantages derived from free public libraries 
in the principal cities of your state. 

In the third-grade examination each candidate is required 
to write a letter of not less than one hundred words, and in the 
second-grade examination a letter of not less than one hundred 
and twenty-five words. The examiners in rating the letters de- 
termine their value on a scale of 100 by considering the errors in 
each letter, and its adherence to and treatment of the assigned 
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subject. The examiner is guided in a general way by the follow- 
ing rating scheme : 

Excellent 90 to 95 

Good 80 to 90 

Fair 70 to 80 

Ordinary 60 to 70 

Poor 60 to 60 

Very poor 26 to 60 

Worthless to 26 

Report Writmg 

In the exercise of report writing in the United States civil 
service examination for first-grade or clerical positions and for 
the positions of stenographer and of typewriter the candidate is 
given a loose statement of facts, four hundred or five hundred 
words in length, which he is required to summarize and arrange 
into an orderly, concise and grammatical statement of the essen- 
tial facts, consisting of not more than two hundred words. This 
exercise is designed to test the candidate's knowledge of simple 
English composition and his general intelligence. In rating these 
reports the examiners consider errors of form and address, 
spelling, capitalization, punctuation, syntax, style and the ar- 
rangement, conciseness and completeness of the report, using the 
same rating scheme as is used by them in rating letters. 

Other Examinations 

In examinations for positions of an investigative character 
and for other high-grade positions the candidates in Federal, state 
and municipal civil service examinations are frequently given a 
subject and required to submit a report in the same manner as 
they will be required to do in the actual performance of the 
duties of the position sought by them. Such an exercise in report 
writing serves to gauge very well the candidate's thoroughness 
and his grasp of the subject-matter of the duties of the position. 

Value of Test 

The test in letter-writing is a valuable one. The ability to 
write a good letter from memoranda and without the necessity of 
formal dictation is a most valuable asset. In a civil service ex- 
amination the subject of the letter may be a subject of general 
interest or it may be a subject closely related to the duties of the 
position which the applicant seeks. A letter on a subject of gen- 
eral interest tests principally the candidate's ability to use the 
English language correctly and fluently. The value of the test 
is greatly increased when the candidate is required to draft and 

83 



write a letter on a subject which is directly connected with the 
duties of the position sought. In this way the examiner is enabled 
to gauge not only the ability of the candidate to use the English 
language correctly but also his possession of technical knowledge 
tending to fit him for the position he seeks and his acquaintance 
with the subject-matter and the duties of that position in cases 
in which it is practicable for an outsider to acquire such ac- 
quaintance. 

Success in the test in letter-writing requires in the first place 
an acquaintance with the principles of English composition, and 
secondly an acquaintance with the subject-matter assigned for 
the letter. Systematic instruction in English composition forms 
a part of the curriculum of every elementary school and every 
commercial school, and those who have failed to receive such in- 
struction in their youth may readily obtain it in evening or con- 
tinuation schools. Familiarity with the subject-matter of the 
letter may be obtained when the letter is of a technical character 
by a careful study of the duties of the position sought, and when 
the letter is general in character by wide general reading. 

The subjects assigned for letters in civil-service examina- 
tions are generally subjects of general interest rather than sub- 
jects of a technical character, and to prepare for a test of this 
kind the only advice which can be given is that of reading the 
newspapers and periodicals regularly with a view to becoming 
well-informed on subjects of general interest to educated men and 
women. 

Value of Report Writing 

The test in report-writing is even more valuable than the 
test in letter-writing. It tests very well the applicant's general 
intelligence, his ability to think clearly, his power to express him-' 
self concisely in writing, and his command of the English language. 
Orderly arrangement and conciseness are required in addition to 
correctness of expression to insure a high rating. 

To practise this exercise teachers should give to prospective 
candidates any loosely-written matter, such as news-items in a 
newspaper, and require them to write brief and concise reports 
containing all the essential points. These reports may then be 
criticized by the members of the class or by the candidate himself, 
if he is practising the test alone. Such practice will be found of 
great value to all who have the patience to carry it out faithfully 
for a reasonable length of time. It will be found that the pros- 
pective candidate's improved ability to think clearly and express 
himself concisely and succinctly will be most marked. 
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CHAPTER IX 
MISCELLANEOUS TESTS 

THE subject of penmanship has a weight of ten points out 
of a total of one hundred points in the United States Civil 
Service examinations for the positions of typewriter and 
for the third grade or sub-clerical service, a weight of fifteen 
points out of a total of one hundred points in the first grade or 
clerical examinations, and a weight of twenty points out of a 
maximum of one hundred points in the second grade or postal 
examinations. It is also frequently used as one of the subjects of 
examination in the State and municipal civil service examinations 
for clerical, semi-clerical and sub-clerical positions. 

In Federal civil service examinations the penmanship of the 
candidate is usually rated on his report, and in municipal and 
State examinations it is generally rated on his report, and oc- 
casionally on his copying from plain copy. A penmanship rat- 
ing on a report is considered more difficult than a penmanship 
rating on an exercise in copying from plain copy, but it is a more 
efficient method of grading the penmanship of the candidates, since 
the report is more likely to contain the candidate's normal hand- 
writing. 

No particular style of penmanship is preferred by the civil 
service examiners. In determining the mark for penmanship, legi- 
bility, rapidity, neatness, and general appearance, as well as cor- 
rectness and uniformity in the formation of words, letters, and 
punctuation marks will be considered by the examiners, who wiU 
be guided in a general way by the following rating scheme: 

Rating Scale 

Perfect 100 

Very excellent 90 to 95 

Excellent 85 to 90 

Very good 80 to 85 

Good 76 to 80 

Ordinary 70 to 75 

Poor 65 to 70 

Very poor 50 to 65 

Below very poor \ 10 to 50 
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There is, as yet, no authoritative rating scheme nor accepted 
mechanical scale for measuring the degree of excellence in any 
submitted specimen of handwriting. But there is a general rule 
which provides that it shall show on its face legibility and uni- 
formity, that it was performed easily and rapidly, and that the 
writer is able to produce similar penmanship steadily for a long 
period of time — ^that he shall have the quality of endurance in his 
good penmanship. 

The system of penmanship, known as the muscular-move- 
ment, is the one best adapted to enable the applicant to obtain 
the highest rating in a civil service examination. There has been 
a great change in recent years, and the old copy-book systems 
have almost entirely disappeared from our scho<ds. 

Reading Addresses 

Closely allied to the subject of penmanship, from a psycho- 
logical point of view, is the subject of the reading of addresses 
which has a weight of ten points out of a maximum of one hun- 
dred points in the second grade or postal examintions of the 
United States Civil Service Commission. If a majority of the 
people in this country wrote a clearly legible hand, it would not 
be necessary to include the subject of reading addresses in the 
postal examinations, but under present-day conditions it is im- 
portant that the ability of applicants for the postal service be 
tested to make certain that they are reasonably competent to 
decipher the illegible scrawls in which so many addresses are 
written. 

This exercise consists of the reading of a number of writ- 
ten addresses which are photolithographed on one page of a folded 
sheet. On another page of the sheet are printed the same ad- 
dresses, these printed addresses containing errors of omission, sub- 
stitution or insertion. Each candidate is required to indicate 
the errors in each printed address by drawing a line below the 
word with a pencil, as for example, WILAM for William, in any 
portion of a printed address which is not a correct copy of the 
written address. The candidate is not permitted to draw a line 
through the incorrect word nor to write the correct word over it. 

The candidate is also required to indicate any words, figures 
or initials omitted on the printed page by the use of a caret (A), 
but is not to indicate the omission or substitution of a particular 
letter in a word by the use of a caret. Words abbreviated in the 
written address and printed in full in the printed address are 
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regarded as correct, if the correct words are printed. Differences 
in punctuation or capitalization are not regarded as errors. 

All the candidates will be started at a given signal and will 
be stopped together at the end of ten minutes. The rating will 
be determined by the examiners on accuracy only. 

WRITTEN ADDRESS— CORRECT. 



^iC^^ 9^. <%/z::2^&i^ 




PRINTED ADDRES^WITH ERRORS NOTED. 

Theodore M. Martin, Foreman ^^ Water Works, 
High Road. Grand Forks. North Dakota. 



WRITTEN ADDRESS-CORRECT. 




PRINTED ADDRESS— WITH ERRORS NOTED. 

Major A A. T. Chandler. 
Fort Thompaon. Alden County, Alabama. 



In rating the exercise of reading addresses the examiners 
will make a charge of 2 for each error or omission in noting the 
errors on the printed sheet when compared with the correct writ- 
ten addresses given. The difference between the sum of the errors 
computed in this manner and the maximum rating of 100 will be 
the candidate's rating on this subject. 



Speed m Typewriting 

Time as a separate subject is given a weight of thirty points 
out of a maximum of one hundred points in the United States 
Civil Service examination for the position of typewriter, and the 
time allowance is frequently limited and graded in State and 
municipal civil service examinations in arithmetic and typewriting. 
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When there is a time-limit in an exercise of typewriting from 
plain copy, a candidate is generally required to typewrite at the 
rate of sixty words a minute to secure the maximum rating of 
100 on speed. 

In the Federal examination for the position of typewriter, 
time as a separate element is rated on the total time consumed by 
the candidate on the three typewriting subjects of copying from 
plain copy, copying from rough draft and copying and spacing. 

Time as a separate element in the Federal examination for 
the position of typewriter is rated by the examiners in accordance 
with the following rating scale : 

Candidates consuming 80 minutes or less are given 100. 

Between 80 and 60 minutes deduct 1 from 100 for each minute more than 80. 

Between 60 and 68 minutes deduct 2 from 80 for eeu:h minute more than 60. 

Between 68 and 67 minutes deduct 8 from 64 for each minute more than 68. 

Between 67 and 70 minutes deduct 4 from 87 for each minute more than 67. 

More than 70 minutes results in rating of O (zero) for time and failure of 

candidate. 
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CHAPTER X 
CONCLUSION 

Bright Employes 

THE qualification upon which most employers seem to insist 
with most emphasis when sheeting a new employee is that 
the applicant must be bright. Although this term bright 
is difficult to define accurately, an individual is generally consid- 
ered bright when that individual works rapidly and efficiently, 
when that individual is able to understand new work quickly, and 
when in the language of psychologists his response to stimuli is 
quick. Psychological tests would furnish the most convenient 
means of testing whether an applicant is bright, but these tests 
have not yet been introduced into the business world which still 
uses written tests of fitness almost exclusively for this purpose. 
Of written tests those furthest removed from the academic 
field will be found most useful for this purpose. Spelling, copying 
and formal arithmetic do not test this element of fitness at all. 
Problems of arithmetical analysis and the copying and spacing 
test do so but little more. Letter-writing, when the letter is con- 
sidered from the point of view of content rather than from the 
point of view of form, gives the exjBiminer a little more knowledge 
of the applicant's intellectual ability. Of all written tests for 
subordinate clerical positions, however, tabulation is best adapted 
to this purpose. 

Tahfdation 

The test in tabulation is given a weight of three points out 
of ten in the examination of the New York Municipal Civil 
Service Commission for the position of typewriting copyist. It 
consists of the presentation in tabular form by the candidate of 
a mass of material given to the candidate in narrative form. To 
secure a high rating in this test the candidate must in the first 
place possess sufficient intelligence to imderstand clearly the mat- 
ter presented to him for tabulation. He must also possess the 
ability to digest this material carefully and arrange it in logi- 
cal tabulated form. In addition to testing the applicant's intelli- 
gence and his power of logical analysis it also measures his skill 
in the neat and effective presentation of the matter in tabular 
form. This test combines the intelligence test of the letter-writing 
exercise with the mechanical test of the copying and spacing ex- 
ercise. In addition it gauges the applicant's technical knowledge 
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of tabulating which is always very useful in the performance of 
clerical or reporting functions. 

It is difScult to offer suggestions to prospective candidates 
regarding the best method of perparing for this test in tabula- 
tion. Statistical matter in a form rendering it useful for tests 
of this kind is not readily available. Teachers of tabulation in 
commercial and preparatory schools are obUged to devote much 
time to the preparation of this material for their pupils. Those 
who are preparing for this test at home without the assistance 
of a teacher cannot readily prepare copy for themselves because 
such preparation of copy requires a greater ability in tabulating 
than the performance of the tabulation exercise itself. Candi- 
dates should in their daily work and in their reading watch for 
opportunities to tabulate, and should avail themselves of every 
opportunity thus presented. In this way they will be enabled to 
increase their tabulating ability. 

Specimen Exercise 

For the use of those who may be unfamiliar with the nature 
of a tabulation there is printed the following tabulation exercise 
which was used in a recent examination for the position of type- 
writing copyist held by the New York Municipal Civil Service 
Commission. 

PRESENT IN TABULAR FORM THE INFORMATION CONTAINED 

IN THE FOLLOWING REPORT: 
To the Chief Examiner: 

On January 16, 1915, I reported to you that Philip J. McEyoy, an efficiency 
engineer on the efficiency staff of the Office of the Commissioner of Accounts is 
performing duties whidi in my opinion are more appropriate to the title of 
Examining Inspector. My report to you on this subject is numbered 688, and 
I believe the matter should be brought to the attention of the Commissioner 
of Accounts again at this time. 

On February 26, 1916, I called your attention to the fact that Bellevuc 
Hospital is employing Peter S. Doring to compound prescriptions for patients, 
although he heis never taken an examination for the position of pharmacist. 
I do not know what position he holds, but it is probably some position such 
as that of Hospital Helper or Orderly. My report on this case is num- 
bered 665. 

As you probably recall, John R. Fitzpatrick in the Department of Bridges 
has charge of all the stores and stationery supplies, although he is supposed 
from the nature of his title to be engaged in unskilled laboring work, I sub- 
mitted a report on his case to you (report 627) on March 8, 1916. 

My report 760 dated April 16, 1915, pointed out that Elizabeth A. Hartye, 
who successfully passed the very difficult examination which we held several 
month ago for the position of Social Investigator has been assigned to routine 
clerical work in the office of one of the bureau chiefs of the Department of 
Charities. 

Laundresses in the Department of Correction have charge of female 
prisoners in the same way as matrons. I refer to my report 666 which I sub- 
mitted to you on May 18, 1916. 

William J. Parroll, who qualified in our examination for the position of 
Rammer is the foreman in charge of a force of fifty-six laborers in the De- 
partment of Docks. I made an investigation of this case on June 16, 1916, 
and I do not think that there has been any change in the nature of his duties 
since I submitted my report 721 to you on that date. 
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We held for the Department of Health several years ago an examination 
to secure persons qualified to supervise the buildings and grounds of an institu- 
tion. This examination was held under the title of Lay Superintendent. I 
have been informed that the Department has made no appointment from this 
eligible list, and a complaint has been received that William P. Riggs is per- 
forming the duties of this position in one of the institutions of the department. 
I have investigated this complaint and have reported to you that it is well 
founded (report 557, dated July 12, 1915). 

I do not know whether the Commission makes any differentiation between 
those men who have been appointed from our General Labor List and men 
who have been appointed from Special Labor Lists, such as those for the 
position of Bricklayer, Mason, etc. I called your attention on August 4, 1915, 
to the case of Rufus G. Angell, who has during the past year b^n assigned 
by the Commissioner of Par&, Borough of Brooklyn, to lay brick in the com- 
fort stations of the Department, although he was appointed from the list of 
unskilled laborers. My report on this subject is numbered 666. 

I also wish to call your attention again to the case of James J. Deegan, 
who has recently qualified in the promotion examination for the position of 
Foreman Sewer Cleaner. This man is employed in the office of the President 
of the Borough of Queens. He does not come into contact with the sewer 
cleaners of the department and he never enters the sewers. He spends his 
whole time in the office of the superintendent and is engaged in such clerical 
work as thfe preparation of payrolls, the checking of reports and the like. My 
report on this case was submitted to you on September 1, 1915, and is num- 
bered 545. 

Awaiting your further instruction, I am Very truly yours, 

JoHK Doe, Examiner, 
Efficiency 

Efficiency is essentially a dynamic condition. The efficiency 
of each individual is either increasing or decreasing from day 
to day. It is impossible for an individual merely to maintain his 
efficiency at the same level. As soon as you cease to improve you 
begin to deteriorate. This is a fundamental principle of busi- 
ness Ufe which everyone should bear in mind. 

There are several methods of self-improvement of which a 
person may avail himself. Attendance at an evening school is 
the first which will occur to the reader. The receiving of sys- 
tematic instruction every evening from competent instructors is 
in many respects the best means of increasing business efficiency. 
Its usefulness may be limited, however, by the fact that no school 
is located within a convenient distance ; that the physical fatigue 
incident to attending an evening school every night after the com- 
pletion of the day's work is a more serious detriment to health 
than the benefit which is derived from the schooling; that the 
work of the night school is not sufficiently correlated to the prac- 
tical affairs of business life to render it valuable ; or that the in- 
structors possess only mediocre teaching ability. 

For those who are unable or unwilling to attend an evening 
school with profit to themselves other means of self-improvement 
are available, and every aspirant for a civil service position must 
neglect no opportunity for self-improvement. Constant prepar- 
edness is the price of success in civil service examinations. 
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Improvement Booh 

The simplest and most effective means of self-improvement 
is the keeping of an Improvement Book. Purchase at any sta- 
tioner's the smallest size Irving Pitt Loose Leaf Memorandum 
Book Binder, together with a few pads of paper for it. Keep this 
book in your desk or carry it in your purse. Whenever you make 
a mistake of any kind in your work or whenever you obtain an 
item of information which you beUeve will be of distinct value to 
you in your work, write it on one of the pages of your improve- 
ment book. The arrangement of the pages in this book should be 
topical for convenience of reference. 

A first item for entry in this book consists of misspelled 
words. Whenever you misspell a word, write the correct spelling 
of that word in your improvement book. An indulgent employer 
may overlook a misspelled word which annoys him now and then, 
but few employers are so indulgent as to forgive the misspelling 
of a word a second or a third time. A kind-hearted employer is 
apt to ascribe the first misspelling to his stenographer's misfor- 
tune in not having enjoyed the benefits of a good education; a 
repetition of the misspelling will be ascribed by almost every man 
to carelessness. 

New words constitute a second item which should be writ- 
ten in the improvement book. Whenever you meet a word in your 
work or in your reading with which you are not familiar, write 
it in your improvement book. In this way you will be able to make 
certain of its correct spelling, learn its correct meaning, and in- 
crease your vocabulary. An occasional glance at your improve- 
ment book will make these words your own, will enrich your lan- 
guage and increase the number of words at your conmiand for 
conversation and correspondence. 

A third item for your improvement book consists of news or 
technical matter which you find in your reading and which you 
believe will be of value to you in the performance of your duties. 
If such matters are noted by you in your improvement book and 
brought to your employer's attention you will not only increase 
your own business eflSciency, but you will also earn your em- 
ployer's appreciation of the interest which you are taking in your 
work. 

Business efficiency is a dynamic condition. Each day our 
efficiency must either increase or decrease; it cannot be main- 
tained at the same level. If you seek success in the field of civil 
service you must increase your business efficiency each day by 
systematic study or by self-improvement. Constant prepared- 
ness is the keynote of success in the civil service. 
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PLACES OF KXAMINATION 

THE UNITED STATES CIVIL SERVICE COMMISSION 



ALABAMA 


KANSAS 


NEW HAMPSHIRE 


Birmingham Huntsville 
Demopolls Mobile 
Dothan Montgomery 
Florence Opelika 

ARIZONA 

rilftnn PhoAniT 


Concordia 
Dodge City 
Emporia 
Fort Soott 
Kansas City 
Lawrence 
Leayenwortb 


Manhattan 

Norton 

Pittsburg 

Salina 

Topeka 

Wichita 


Berlin Manchester 
Concord Plymouth 
Hanover Portsmouth 
Keene 

NEW JERSEY 

AUantic City Newark 
Camden Trenton 



Douglas 

Flagstaff 

Globe 



Presoott 

Tucson 

Yuma 



ARKANSAS 

Camden Jonesboro 

Fayettevllle Little Bock 

Fort Smith Tezarkana 
Helena 

CALIFORNIA 



Chico 
Eureka 
Fresno 
Los Angeles 
Bed Bvtt 
Biverside 



Sacramento 
San Diego 
San Francisco 
San Jose 
San Luis Obispo 



KENTUCKY 

Ashland Louisville 

Bowling Green Middlesboro 

Covington Owmsboro 

Hopkinsville Paducah 

Lexington Somerset 

LOUISIANA 

Alexandria New Iberia 

Baton Bouge New Orleans 

Lake Charles Shreveport 
Monroe 



NEW MEXICO 

Albuauerque Boswell 
East Las Vegas Santa Fe 
Las Cruces Tucumcari 

Baton 

NEW YORK 



COLORADO 

Colorado Springs La Junita 

Denver Leadvllle 

Durango 

Fort Collins 

Fort Morgan 

Grand Junction 



Monta Yista 
Montrose 
Pueblo 
Trinidad 



CONNECTICUT 

Hartford New London 

Mlddletown Waterbury 

New Haven Willimantic 



Dover 



DELAWARE 

Wilmington 



DISTRICT OF COLUMBIA 

Washington 

FLORIDA 



Gainesville 
Jacksonville 
Key West 
Miami 



Albany 

Athens 

Atlanta 

Augusta 

Columbus 



Honolulu 



Pensacola 
Sanford 
Tallahassee 
Tampa 

GEORGIA 

Macon 

Bome 

Savannah 

Thomasville 

Waycross 

HAWAII 



Boise 

Coeur D'Alene 

Grangeville 

Moscow 

Pocatello 



IDAHO 

Sandpoint 
St Anthony 
Twin Falls 
Welser 



ILLINOIS 



Cairo 

Chicago 

East St Louis 

Effingham 

Freeport 

Galesburg 

INDIANA 



Peoria 
Quincy 
Bode Island 
Springfield 
Urbana 



Angola 

-Bloomington 

Evansvllle 

Fort Wayne 

Indianapolis 

Jeffersonville 



La Fayette 
Marion 
Bichmond 
South Bend 
Terre Haute 
Valparaiso 



IOWA 



Ames 

Burlington 
Cedar Bapids 
Council Bluffs 
Davenport 
Denison 
Des Moines 
Dubuque 



Fort Dodge 
Iowa City 
Mason City 
Ottumwa 
Sioux City 
Spencer 
Waterloo 



Bangor 
Bath 
Calais 
Caribou 



MAINE 

Houlton 
Lewiston 
Portland 
Bockland 



Blnghamton 


PlatUburg 


Buffalo 


Poughkeepsie 


Elmlra 


Bochester 


Ithaca 


Syracuse 


Jamestown 


Troy 


New York 


Utica 


Ogdensburg 





MARYLAND 

Baltimore Easton 

Cumberland Salisbury 

MASSACHUSETTS 



NORTH CAROLINA 

Ashevllle Hickory 

Charlotte Baleigh 

Durham Salisbury 

Goldsboro Washington 

Greensboro Wilmington 



Boston 

Brockton 

Fall Biver 

Fitchburg 

Hyannis 

Lawrence 



Lowell 

Pittsfleld 

Salem 

Springfield 

Worcester 



NORTH DAKOTA 

Bismarck Grand Forks 

Devils Lake 

Dickinson 

Fargo 



Minot 
Valley City 
wmiston 



OHIO 



MICHIGAN 



Ann Arbor 

Cheboygan 

Detroit 

Escanaba 

Grand Bapids 

Ironwood 

Kalmazoo 



Lansing 

Manistee 

Marquette 

Saginaw 

Sault St Marie 

Traverse City 



MINNESOTA 



Austin 
Bemidji 
Bralnerd 
Crookston 
Duluth 
Fergus Falls 
International 
Falls 



Mankato 
Minneapolis 
Pipestone 
St Cloud 
St Paul 
Virginia 
Wlllmar 
Winona 



Akron 

Athens 

Chilllcothe 

Cincinnati 

Cleveland 

Columbus 

Dajrton 

Ironton 

Uma 

Altus 

Ardmore 

Enid 

Guthrie 

Lawton 



Mansfield 

Marietta 

Portsmouth 

Sandusky 

Steubennlle 

Toledo 

Youngstown 

Zanesville 



OKLAHOMA 



McAlester 

Muskogee 

Oklahoma 

Vlnita 

Woodward 



OREGON 



MISSISSIPPI 

Corinth Jackson 

Greenville Meridian 

Grenada Natchez 

Hattiesburg Vicdnburg 

Holly Springs West Point 

MISSOURI 

Cape Girardeau Poplar Bluff 



Astoria 

Baker 

Bend 

Corvallis 

Eugene 

Grants Pass 



Klamath Falls 
Marshfield 
Pendleton 
Portland 
The Dalles 



PENNSYLVANIA 



Columbia 
Jefferson City 
Kansas City 
Klrksville 
Moberly 

MONTANA 



St Joseph 
St. Louis 
Springfield 
Warrensburg 



Altoona 

Dubois 

Erie 

Oaleton 

Harrlsburg 

Philadelphia 

Pittsburgh 



So. Bethlehem 

State College 

TJnlontown 

Warren 

Wilkes-Barrs 

Williamsport 



Billings 
Boseman 
Butte 
Glasgow 
Great Falla 



Havre 
Helena 
Kalispell 
Miles aty 
Missoula 



NEBRASKA 



Alliance 

Beatrice 

Broken Bow 

Chadron 

Columbus 

Grand Island 

Holdrege 



Lincoln 

McCook 

Nebraska City 

Norfolk 

North Platte 

Omaha 

O'Neill 



Carson City 

Elko 

Ely 



NEVADA 

Fallon 

Goldfleld 

Beno 
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PORTO RICO 

San Juan 

RHODE ISLAND 

Providence 

SOUTH CAROLINA 

Cbarlestown Greenville 

Chester Greenwood 

Columbia Orangeburg 

Florence Sumter 

SOUTH DAKOTA 

Aberdeen Mitchell 

Brookings Pierre 

Deadwod Bapld City 

Huron Sioux FaUs 

Lemmon Watertown 

TENNESSEE 

Bristol Knoxvllle 

Chattanooga Memphis 
Jackson Nashville 
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TEXAS 


VIRGINIA 


Hinton 


Horgantown 


AbUene 


Lubbock 


Abingdon 


Norfolk 


Huntington 


Parkersburg 


Amarillo 


Naoogdocbes 
San Angelo 


Alexandria 


Richmond 


Martinsburg 


Wheeling 


Austin 


CharlottesTllle 


Roanoke 






BrownsTllle 


San Antonio 


Clifton Forge 


Staunton 


%MM ■ tfh^ 




ST"* 


Tezarkana 


I^mcbburg 


Winchester 


WISOuNmN 


Dallas 
SI Paso 


Waco 
WichiU Fans 


WASHINGTON 


Aimleton 
Ashland 


Marinette 
MUwaukee 


Houston 




Aberdeen 


Raymond 


Chippewa Falls 


Sux>erior 




UTAH 


Belllngbam 
Centralia 


SeatUe 
Spokane 


La Crosse 
Madison 


Wausau 


Logan 


Profo 


North Yakima 


Tacoma 






Ogden 


Salt Lake at7 


Pasco 


YancouTer 










Port TownssQd 


Walla Walla 


WYOMING 


y 


VERMONT 


Pullman 


Wenatchee 


Casper 


Laramie 


Brattleboro 


Rutland 


WEST 


ft# i ■• tf% ■ &• ■ A 


Cheyenne 


Rawlins 


Burlington 


St Albans 


VIRGINIA 


Cody 


Rock Springs 


Montpelier 


Bt Johnsbuzy 


Bluefleld 


Elklns 


Eranston 


Sheridan 


Newport 




Charleston 


Grafton 


Lander 





STATE CIVIL SERVICE COMMISSIONS 



California 
Colorado 



Connecticut 
Illinois 



Kansas 
Massachusetts 



New Jersey 
New York 



Ohio 
Witconsin 



MUNICIPAL CIVIL SERVICE COMMISSIONS 



CALIFORNIA 



Berkeley 
Oakland 
Los Angeles 
, (City) 
Los Angeles 
County 

COLORADO 



Long Beach 
San Diego 
San Francisco 
Stockton 



Colorado 
Springs 
Denver 



Grand June- 

Uon 
Pueblo 



CONNECTICUT 

Derby New Haven 

Hartford 



Augusta 



GEORGIA 



Aurora 
Cook County 
E. St Louis 
Elgin 
Bvanston 
Lincoln Park 



ILLINOIS 

Peoria 
Rodcford 
South Park 
Springfield 
West Park 
Waukegan 



IOWA 



Burlington 
Cedar Rapids 
Council Bluffs 
Des Moines 
Davenport 



Dubuque 
Keokuk 
Sioux City 
Waterloo 



Anthony 
CoffeorvUle 
HuUminson 
Kansas City 
Leavenworth 



KANSAS 

Parsons 
Independence 
Topeka 
WichiU 



Newport 



KENTUCKY 



LOUISIANA 
New Orleans 

MICHIGAN 

Detroit Saginaw 

Grand Rapids 



Duluth 
St. Paul 



MINNESOTA 

Minneapolis 



MISSOURI 

Kansas City St Louis [Ef- 
ficiency Board] 

MONTANA 

Butte Missoula 

NEW YORK 



Albany 

Amsterdam 

Auburn 

Batavia 

Beacon 

Btnghamton 

Buffalo 

Canandaigua 

Cohoes 

Corning 

Cortland 

Dunkirk 

Elmira 

Fulton 

Geneva 

Gl&oB Falls 

Gloversville 

Homell 

Hudson 

Ithaca 

Jamestown 

Johnstown 

Kingston 

Lackawanna 

LitUe Falls 

Lockport 

Middletown 

Mount Yemon 



Newburg 

New Rochelle 

New York 

Niagara Falls 

No. Tonawanda 

Norwich 

Ogdensburg 

Olean 

Oneida 

Oneonta 

Oswego 

Plattsburg 

Port Jervis 

Poughkeepeie 

Rensselaer 

Rochester 

Rome 

Salamanca 

Saratoga Spr'gs 

Schenectady 

Syracuse 

Tonawanda 

Troy 

Utica 

Watertown 

Watervliet 

Yonkers 



OHIO 



Akron 

Alliance 

Ashland 

Ashtabula 

Athms 

Barberton 

Bellaine 

Bellefontaine 

Bowling Green 

Bucyrus 

Cambridge 

Canal Dover 

Canton 

Chillicothe 

Cincinnati 

CircleviUe 

Cleveland 



Columbus 

Conneaut 

Coshocton 

Dayton 

Defiance 

Delaware 

Delphos 

East Cleveland 

Elyria 

Findlay 

Fremont 

Fostoria 

Gallon 

GaUipolis 

Glenville 

Greenville 

Hamilton 



Ironton 

Jackson 

Kenton 

Lancaster 

Lakewood 

Lima 

Lorain 

Mt Yemon 

Mansfield 

Marietta 

Marion 

Martins Ferry 

Massillon 

Middleton 

Nelsonville 

Newark 

Newburg 

New Phila'd'a 

Niles 

Norwalk 

Norwood 

Plainetville 



Piqua 

Portsmouth 

Salem 

Sandusky 

Sidney 

Springfield 

St. Bernard 

St Marys 

Steubenville 

Tiffin 

Toledo 

Troy 

Urbana 

Yan Wert 

Warren 

Washington 

Wellstone 

WellsvlUe 

Wooster 

Xenia 

Zanesville 

Youngstown 



OKLAHOMA 
Oklahoma City Waukegan 



Bartlesville 
Portland 



OREGON 



PENNSYLVANIA 

Philadelphia Scranton 
Pittsburgh 

SOUTH CAROLINA 

Columbia 

TENNESSEE 

Nashville Memphis 

TEXAS 

Dallas Port Arthur 

Houston 

VIRGINIA 
Norfolk 

WEST VIRGINIA 

Bluefleld Parkersburg 

WASHINGTON 

Bellingham Spokane 

Everett Taooma 

Seattle 

WISCONSIN 

La Crosse Oshkosh 

Milwaukee Superior 



OTHER CIVIL SERVICE COMMISSIONS 



PHILIPPINE ISLANDS 

Everett A. Colson, 
Director of Civil Service 



HONOLULU, H. I. 
D. Kalanokalini, Jr., Secretary 

PORTO RICO 

Edmund Bnri^t Chairman 



CANADA 

^niliam Foran. Secretary 
Ottawa, Canada. 
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